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1. Purpose. This MJ provides policy, procedure, and gui dance
pertaining to the Unit Commanders Fi nance Report (UCFR).

2. Applicability. This MJ is applicable to brigades and
seni or ROTC battalions of this region.

3. CGeneral.
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a. The UCFR provides the basis to ensure that ALL unit
personnel gains, duty status, and | osses are properly reported
to finance.

b. The UCFR is the major tool used to ensure that sol diers
are receiving their authorized pay and al | owances.

c. The UCFR assists in the prevention of inproper paynents
and out -of -service debt. Proper attention to the UCFR w ||
identify overpaynents to soldiers and ensure that collection
process i s acconplished prior to soldiers being reassigned or
separated fromthe Arny.

4. Policy.

a. First Region (ROTC) Mlitary Pay Section will forward
the UCFR to each brigade and senior battalion upon receipt from
t he supporting Finance Ofice.

(1) Senior battalions not receiving their copy of the
UCFR by the fifth of each nonth MJST contact their brigade
headquarters to obtain a duplicate copy.

(2) First Region (ROTC) Mlitary Pay Section provides
brigades with a copy of each battalion's UCFR  Upon request
bri gades shoul d provide copies of the UCFRto units who do not
receive their original copy.

b. Commanders will review and certify the UCFR using the
gui dance contai ned i n Appendi x A

c. Commanders wll certify the UCFR after all discrepancies
are identified, reported and corrected by placing the follow ng
statenment on the bottom of the report, dating and signing the
report.

"I certify that |I reviewed the accountability and duty
status of the personnel contained on this UCFR and
they are assigned or attached to ny unit. To the best
of nmy know edge, this information is correct or was
corrected on this report.”
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d. The certified original report MJST be forwarded by nai
to Headquarters, First Region (ROTC), ATTN. ATOA PAMFI, by the
tenth of each nonth. Do not send copies and do not FAX
certified reports.

e. Unit commanders nust attach a copy of orders or other
aut hori zati on docunents to verify any changes to the UCFR

f. Certifying official will retain the UCFR and supporting
docunents for one year

g. Brigade headquarters nay destroy the duplicate copies of
their battalion's UCFRs upon recei pt of the next UCFR
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PROCESSI NG THE UCFR

Step | Wrk Center

| Requi red Action

1 First Region
(ROTC) Mlitary Provi de nonthly UCFR, and LES to First Region (ROTC) brigades and
Pay Secti on battal i ons.
2 Bri gade/ Battalion | Gather all avail abl e supporting docunents (e.g., orders
assi gni ng/ departing sol dier, housing verification nenp).
3 Brigade/Battalion | Ensure that ALL assigned or attached soldiers are |isted:

a. |If a soldier is not assigned or attached to the unit, draw a
line through the name on the UCFR and annotate to the left of the
grade why the soldier should be deleted and the date of the
personnel action, if applicable. For exanple, for Permanent
Change of Station, note “PCS’ and the date; for Separated, print
“SEP” and the date of separation; for Retired, indicated “RET”
and the date; and for Never in Unit, mark “NIU’. Attach a copy
of orders and LES, as appropriate, to the certified copy of the
UCFR. For departed soldiers indicate the date of departure at
the top of the orders.

b. If asoldier is in the unit (but not on the UCFR), type or
print the conplete name, SSN, and date of arrival after the |ast
name on the |ast page of the UCFR  Attach a copy of the
assignnment or attachnent orders, if available, to the certified
copy of the UCFR
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Step | Wrk Center

Requi red Action

4

Bri gade/ Battal i on

Ensure that the current Duty Status (STATUS) of each soldier in
the unit is correct. This colum is especially critical because
an incorrect Duty Status can result in either overpaynents or
under paynments. Circle all incorrect STATUS listings on the UCFR
Attach appropriate docunentation to support error corrections to
the certified UCFR

a. Every paid Duty Status (Present for Duty, Leave, Tenporary
Duty (TDY), and Hospitalized) is represented on the UCFR by a
bl ank space except Field Duty, which is represented by “FILD

b. The non-paid Duty Status categories on the UCFR are Absent
wi t hout | eave (AWOL), Sick not in the Line of Duty (SNLD)
Mlitary or Cvilian Confinenment (CONF), and Deserter (DEST).

c. Suspended Pay Status (SUSP) freezes funds issued to a
soldier’s pay account and normally indicates a pay account
postured for separation or retirenent:

(1) If this status appears on a sol dier who has separated,
retired, or been reassigned, take no action. Finance is
processing this account and will drop this soldier fromthe UCFR
upon conpl eti on of processing.
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Step | Wrk Center

Requi red Action

4

Bri gade/ Battal i on

(2) Contact First Region (ROTC) MIlitary Pay Section | MVEDI ATELY
and request correction, if this status is incorrect. This
soldier will not be paid until the correction is nmade.

(3) If a commander begi ns processing a soldier for an early
separation (Chapter) or suspects that a soldier who is
approachi ng separation owes a debt, the conmander should subnmt a
witten request to First Region (ROTC) MIlitary Pay Section that
the soldier’s pay account be placed in Suspended Pay Stat us.

Thi s docunent nust include the reason(s) for the request.

Bri gade/ Battal i on

Ensure that the pay grade (GR) of each assigned soldier is
correct. |If the grade is incorrect, contact the First Region
(ROTC) MIlitary Pay Section to ensure that SIDPERS has the proper
grade. UCFR and SI DPERS nust have the sane grade on each
soldier. Normally, the UCFR is automatically updated when a

SI DPERS grade transaction is posted; however, if a reject occurs
in Finance but not in SIDPERS, the First Region (ROTC) SIDPERS
NCO will re-input the grade change with a JUMPS Arny Corrector
Transaction through SIDPERS. If this second input rejects,
contact First Region (ROTC) MIlitary Pay Section. They wll
review the pay account for problens that prevented the pronotion
transaction from processing and performthe necessary corrective
actions.

Bri gade/ Battal i on

Conpare the Basic Allowance for Quarters (BAQ UCFR information
on each assigned soldier with their actual dependency status

6
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Step | Wrk Center

Requi red Action

6

Bri gade/ Battal i on

(divorce, adoption, death in the famly, |egal separation,
marriage, spouse enlisting in the Armed Forces, and/or birth in
the famly). |If the UCFR information is not correct or current,
attach a copy of the appropriate docunentation to the certified
copy of the UCFR  Conmanders shoul d specifically check for
soldiers receiving any formof BAQ while residing in famly
governnent quarters and ensure that appropriate docunentation on
such cases is attached to the certified copy of the UCFR  The
BAQ codes used on the UCFR are:

a. REB —A rebate or partial BAQis paid to single soldiers or
soldiers married to soldiers living in the barracks, Bachel or
Enlisted Quarters (BEQ, and Bachelor Oficer Quarters (BOQ who
have no dependents.

b. WD —BAQw th Dependents is payable to sol diers who have
acconpanying famly nmenbers (spouse, children, and/or parents).

c. WO —BAQ wi thout Dependents is usually paid either to single
soldiers or to soldiers married to soldiers who reside off post.

d. QIR —Soldiers who reside in or have fam |y nenbers who
reside in fam |y governnment quarters receive no BAQ

Bri gade/ Battal i on

Revi ew t he Basic All owance for Subsistence (BAS) columm. Ensure
that a DA Form 4187 is attached to the certified copy of the UCFR

7
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Step | Wrk Center

| Requi red Acti on

Z

Bri gade/ Battal i on

to stop or start the appropriate type of subsistence all owance on
every sol dier where a discrepancy is found. The subsistence
codes used in these reports are:

a. Blank —This colum is left blank for soldiers who are not
recei ving any type of subsistence allowance. Review the relevant
information for all of these soldiers to determ ne whether or not
any of themis entitled to a subsistence all owance based on
residing off post or in famly governnment quarters, rank (SFC or
hi gher), dietary restrictions, duty hours, or no governnment ness
bei ng avai l abl e.

b. SR —The soldier is receiving Separate rations. Check to see
whet her or not this soldier signed for a neal card. Soldiers
receiving SR are not authorized to have a neal card.

c. RNA —The soldier is receiving Rations Not Avail able for at
| east one neal per duty day.

d. EMG —The soldier is receiving rations under Energency
condi ti ons.

e. YES —The officer is receiving BAS.
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Step | Wrk Center

Requi red Action

8

Bri gade/ Battal i on

Revi ew t he Vari abl e Housi ng Al |l owance (VHA) colum. VHA is now
included within BAH on the LES. The codes for the types of VHA
and the applicable eligibility rules are:

a. Blank —The soldier is not receiving any VHA. All soldiers
not residing in governnent housing are eligible to receive sone
formof VHA. If the soldier is eligible, contact and then assi st
themin conpleting a DA Form 5960, attach a copy of the soldier’s
rental or nortgage agreenent to the DA Form 5960, and forward

t hese docunents to First Region (ROTC) Mlitary Pay.

b. V —The soldier is receiving a regular VHA
- Soldiers residing off post within CONUS should be receiving a
Regul ar VHA.

c. | —The soldier is receiving an InterimVHA. Soldiers are
eligible for a maxi mum of 60 days of InterimVHA after arrival at
a new duty station to allowthemtine to acquire a rental or

nort gage agreenent for a new residence. This entitlenent
automatically termnates on the 61st day. Contact all soldiers
receiving an InterimVHA, ask themto bring in their rental or
nort gage agreenents, assist themin conpleting their DA Forns
5960, and forward these docunents to First Region (ROTC) Mlitary
Pay Secti on.




FRMO 37-104-99
Appendi x A
16 Cct ober 2000

Step | Wrk Center

Requi red Action

8

Bri gade/ Battal i on

d. Soldiers receiving BAQ solely because they are paying child
support are not eligible for any VHA. |If any of these soldiers
are receiving a VHA, attach a Stop Paynment DA Form 4187 to the
certified copy of the UCFR

Bri gade/ Battal i on

Revi ew t he Leave Bal ance (LV BAL) colum. The nuneric values in
t his col um show how many days of | eave each sol dier has

accurmul ated. A nunber followed by a mnus sign (e.g., ‘10-%)
means that the soldier has taken that many nore days than they
have earned to date. Ensure that |eaves taken by soldiers are
bei ng posted to their pay accounts by conparing the | eave

bal ances in this columm with the unit copy of the DA Forns 31
submtted prior to the last nonthly cutoff. |If the nunber in
this colum is incorrect, annotate the error on the UCFR and
attach the appropriate docunentation to the certified copy of the
UCFR. The LV BAL colum should be used in admnistering the
unit’s | eave nanagenent program

10

Bri gade/ Battalion

If one or nore fines/forfeitures are not listed or are incorrect,
annotate the error on the UCFR and attach a copy of the court
martial or Article 15 orders to the certified copy of the UCFR
If a fine/forfeiture is listed for one or nore soldiers who have
not received an Article 15 or been convicted by a court martial,
annotate the error(s) on the UCFR and attach an error correction
menorandum to the certified copy of the UCFR

11

Bri gade/ Battalion

Revi ew the I ncentive Pay (I NCEN PAY) colum. If “YES' is listed
under the Incen Pay colum, |ook at the soldier's LES to

10
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Step | Wrk Center

Requi red Action

11

Bri gade/ Battal i on

determ ne the type of incentive pay received. The PMS needs to
verify with region if the soldier is entitled to the incentive
pay. |If any other codes are listed under the Incen Pay col um
and the soldier is not authorized incentive pay, circle or

hi ghlight the code and attach a copy of the term nation orders or
a DA Form 4187 requesting that the incentive pay be stopped.
Exanpl es of possible incentive pay for First Region (ROTC)
personnel are Flight Pay for aviators, Foreign Language
Proficiency Pay for qualified positions, Special Duty Pay for
Speci al Forces personnel. Exanples of incentive pay NOT

aut hori zed are Parachute Pay, Drill Sergeant Pay and Recruiter
Pay.

12

Bri gade/ Battal i on

Check the ETS colum. The ETS columm shows a date only when a
sol dier’s approaching ETS date is within 120 days.

a. Verify that each soldier with a date in this colum is
separating fromthe Arny. For each soldier who extended or
reenlisted, attach a copy of the extension or reenlistnent
contract to the certified copy of the UCFR

b. Check for soldiers approaching separation or retirenent whose
ETS is not on the UCFR  For each of these soldiers, attach a
copy of the order or nenorandum notifying Finance of the
separation or retirenent to the certified copy of the UCFR

11
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Step | Wrk Center

Requi red Action
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Bri gade/ Battal i on

Revi ew t he Overseas Housing Al |l owance (OHA) and t he Cost of
Living Al Il owance (COLA) colums. The Wthout Dependent Rate for
both columms is "WDO'. Blank spaces in either of these two
colums nean that the soldier is not receiving the entitlenent.
The Wth Dependent rate in the OHA columm is always ‘WD1'; the
Wth Dependent rate in the COLA colum is ‘W1, WD2, WD3, W4, or
WD5.” A ‘B/C in the COLA columm neans that the soldier is
receiving the Barracks Rate COLA

a. The OHA and COLA columms apply only to soldiers stationed
overseas. |f anything other than blank spaces appear in these
two columms for a CONUS unit, the commander should annotate this
error on the certified copy of the UCFR  Sonme First Region
(ROTC) CONUS units are authorized COLA but it will not appear on
t he UCFR.

b. Verify that all soldiers receiving OHA are residing off post

i n approved housing on the econony. |f any soldier receiving CHA
is found to be residing in the BEQ the BOQ the barracks, or
famly living quarters, attach a copy of the nmenorandum notifying
Finance to term nate paynent to the certified copy of the UCFR

c. Verify that the nunber of command sponsored dependents
mat ches t he nunber of dependents in the overseas area and the

12
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Step | Wrk Center

| Requi red Acti on

13

Bri gade/ Battal i on

nunmber in the COLA colum. If there is a discrepancy, attach a
copy of the DA Form 4187 stating the correct nunber of command
sponsored dependents to the certified copy of the UCFR

14

Bri gade/ Battal i on

Revi ew the Pay Option (PAY OPT) colum. In this colum, ‘CHEK
means that the soldier has an electronic fund transfer (EFT)
going to a checking account, ‘SAVE neans that the soldier has an
EFT going to a savings account, and ‘ ADDR neans that the soldier
has a check nmailed to an address. Commanders should identify and
advi se those soldiers who are not using the EFT option to acquire
one.

15

Bri gade/ Battal i on

Revi ew t he NET PAY and the Bal ance Due the United States (BAL DUE
US) colums. Conmanders can use this information to identify
soldiers with excessive debt so that steps can be taken to ensure
that these sol diers receive proper counseling and gui dance on
noney managenent. A No Pay Due (NPD) entry in the NET PAY col um
is an especially strong indicator that this sol dier has excessive
debt

16

Bri gade/ Battal i on

Attach the supporting docunentation to the original copy of the
corrected UCFR, ensure that the conmander has signed the
certification statenent, forward the entire UCFR package to First
Region (ROTC) Mlitary Pay Section, and file a copy of the
corrected UCFR with supporting docunents. Units will retain the
file for 1 year.

17

Region Mlitary
Pay Secti on

Recei ve UCFR from schools. Log in UCFR, make copy for files,
forward UCFR to the supporting finance center for update.
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